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MEMORANDUM FOR: Chairman, Reports Inventory Task Force 


SUBJECT 


Improving 

Related 


Federal Reporting and Reducing 
Paperwork 


REFERENCE 


01*01 Transmittal Memorandum Number 1 to 
Circular A-44 revised 17 June 1970 


1, We are proceeding with the reviex-/ and analysis of 
reporting systems in the Support Directorate as outlined in your 
memorandum of 12 November. The success of our effort, as you have 
recognised , will be completely dependent upon the degree of 
cooperation we receive from the other Directorates and OPPB. We 
will keep you informed of our progress and seek your help with 
problems if wc need it as we go along. I am still concerned, 
however, about the total scope of the program, its long term im- 
plications, and how the Agency plans to deal with it. Problems 
and studies of this sort arc more effectively dealt with at the 
Agency level rather than subordinate echelons. 

2* Transmittal memorandum Number 1 says that ''the objec- 
tives of this study are to improve reporting, reduce related paper- 
work, and eliminate unjustified reporting requirements and associated 
reporting systems." The scope of the study includes a review of 
reporting requirements; a review of the organization, functions, 
and resources used for reporting systems and reports management, and 
the recommendation of improvements; and the conduct of research and 
development studies to formulate future plans for reporting systems. 
Each report is to be justified to the satisfaction of the Project 
Director, and the justification must be certified valid by someone 
at the Assistant Secretary level or its equivalent. Justification 
and certification responsibility may not be delegated. 

3. If we are going to have a program in the Agency to cover 
the full scope of the government program and satisfy the objectives 
of the transmittal memorandum, it must, in my opinion, be sponsored 
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(•‘it: the Agency level. Execution and aurxLnistratioa of the. program 
perhaps can be accomplished at the Expectorate level, out onry if 
there are Agency guidelines waxen can be applied and aajudxcai.eci 
equitably and with the same interest ana purpose thi-ouguom- *-ao 
Agency. The fact that repot to * \ ~ a a a g c a c .*.-> a coiitin.uiu f , r^quxxc 
want tied directly to the broader aumagoiieat improvement program to 
bo implemented under 02-13 Circular A—44 Revised suggests that our 
treatment of the Reports lianagement Program should be considered in 
those broader terras. 

/*. The circular requires that '’each department and agency 
head. . .establish a formal, organised management effectiveness pro- 
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v.'itdi the objective of concentrating management acteuuion 


on persistent problem — - -- -- # . - 

a ,! syo ramatic I'evicw 11 of Agency activities and operations. >txtuxn 
the Agency the Deputy Directors are required to establish tncxr own 
management improvement programs and "identify those activities vnicu 
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arc to bo idea; 


.cd t >y 


they feel need inter 


-Directorate or Agency— Wiuc attention. nayxvq, 
them identified is one thing. Doing, some thing about them is an ^ 
entirely different natter, inn Agency has no mechanism ox i 5 uwu.ft 
to imruiit in tcr-Diro. etor ate or Agency-wide problems to uc dealt wxtn 
syo tetuatically . We deal with them by creating another board, Committee, 
or 1’nsfe Force and, in order to spread the work load, the member;-; nxp is 
rarely the same, bo it is wxfu tea ■present exorcise: CikCula* «v 4**. ^ 

is being handled through the I’fhJ ;:vuchan.ism ; the iuxoimatioa E..plo.._on 
itj being dealt with by cue Inspector General anu ii.—l i.> .Kmug 
with ad hoc by an entirely different group. Unless we take some steps 
now to introduce more orderliness into the marshalling of resources to 
deal with these problems we will be in no better position to dear vxtn 
transmittal memorandums 2, a, 4 and following than we arc to deal with 
TM-1 or inter - Dire c to ra t e or Agency wide problems idcnfcilxer, xnternaxxy. 
The prospect of being plagued repetitively raid continuously ay require- 
ments of this kind suggests that it might be profitable to consider 
whether mo want to continue to treat then ad hoc or seek so.no nnc 
systematic approach, it might also suggest that y/e rniou^d aduress uii.- 
question of whether or not the Agency gives enough atcentxo.* Lo 
management of the pervasive;; , 11; .acurco ana co^uia|h£S oj. uive ° ’p 
isation of which reports management is only one. Others are nugr.es tea 
for future study In paragraph 7 of A-44. We can begin this conSxaera- 
tion as a part of preparing ourselves to respond to m.i-1. 
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scope and intent ox i“i~l io 
‘n a review at the Directorate 


3. Guidance from the Agency level is required reparcliac tm 
degree to which compliance with the 
intended. We arc currently engaged ^ 

level of the reporting requirements, nut we neeu to know wa-u cue 
Agency intends with regard to: 

a. reviewing the organization, functions, and 
resources used lor reporting systems anu. 
reports management ; 

b. the conduct of research and development 
studies to formulate future plans fox 
reporting systems; 

c« the t?.s tablin’ meat ox criteria tor justj-rying 
existing reports x/hieh are to bo continued 
and new ■ reporting requirements which will 
evo Ive ; 

the establishment of the level ox authority 
at which tao validity of the justification 

Y/Xli L)C va- *. uX*. • 

c. the establiGhttcat and maintenance o£ a 
continuing reports manageffient program at the 
Agency and subordinate levels. 

Reports I'kmagcmeat is directly related to information pro- 
cessing. More than half the reports and more than half the cos uj o, 
reporting eye terns identified % v the inventory recently complete a.c 
J, promts of eo^wtdr drivS «*,«*.. S«vl* involved la oho 
lufocohtion proconoiod v;„.:.d add ao.:u S toa,cd to uedlxa;; v-g Jo,;ax. 
m»M and xe<|«as»> for j.n.:avr:;ai;roo ;v te i;roi"ioou a.. Iv,-. ■ 

periodic reports; to aunty zj.ng •.■•no . ^.ys ^ _ . 

them: and to assessing their geuorru. merit and tee jusu i *• 


d. 


. . ^i., .... if ;-n.v reports and reporting eye teas arc directly 

related to the day to day operations of the information proc^so.... 

It would appear that they would -.a: in two bes<- poa*uion to 
responsibility for taking the actions necessary to oatuufy du. iu,Ju 
of Tii-1 with tao least impact on their current duties. - £> 
Agency is to take the reports management problem seriously lu woulu 
seem to make ounce to do it within the existing moconnisas. 
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7. I .oaci: these thoughts tor 
case, further guidance is neeueu about 
with regard to the scope and ouject-ive 


your consideration . ■‘•n any 

what the Agency intends to do 
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